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1. Purpose. To ensure the annual conpilation and preservation
of meaningful information of historical significance concerning
Naval Reserve Information Systens O fice (NAVRESI NFOSYSOFF).

2. Responsibility, The Director, Admnistrative Services

Departnent will maintain an ongoing file of pertinent historical
dat a concerni ng NAVRESI NFOSYSOFF, and will prepare the report
annual |y under the provision of reference (a). Depart ment

directors are required to keep the Director, Admnistrative
Servi ces Department cognizant of historically significant events
that have taken place within their respective departnents.

3. Action.

a. Departnent directors shall thoroughly review the contents
of enclosure (1) and submt to the Director, Adm nistrative
Services Departnment a nonthly report of itenms covered in
enclosure (1). Monthly reports will be submtted by the 15th of
each nmonth. NEGATIVE REPORTS ARE REQUI RED.

bh. The Director, Administrative Services Departnent wll

prepare a Command History for NAVRESI NFOSYSOFF and submit it to
the Director of Naval History (NO9BH) no later than 1 March of
each year.
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|DE F PREPARATI ND H STORI E
1. Overall @Guidance

a. Command histories are the only overall accounts of an
organi zation’s activities and achievenents nornally preserved for
future use. They are maintained in the Navy' s permanent records,
i ndexed, and made accessible to authorized users. The docunents
are used by staff officers of the Departnment of the Navy who need
information on past events, by official study groups, by
authorities responsible for verifying unit awards or individua
sea pay claims, and by originating Commands seeking background
information on their units. Nuner ous questions from ot her
governnent officials, Congress, forner Naval personnel, and
nmenbers of the general public are answered from the Command
historical files within the limts of security and policy
restrictions. These docunents serve as the eventual basis for
publ i shed Naval histories.

b. The focus of a conmand history is to present a reliable
account of the primary m ssion or program Only those matters
that are of mmjor concern should be covered in these docunents.

C. I f conprehensive reports of operations or activities are
conpiled to neet other reporting requirenents, they should be
submitted with the conmand history. This will elimnate the need
to wite an extensive narrative and will avoid duplication of
previously conplied reports.

d. Command histories are required only for a single year.
Overall histories may be submitted as supporting docunents, but
are not required.

e. Command hi stories should be witten in clear and conci se
English with a mninum of abbreviations or technical jargon.
Code words shoul d be defined.

2. Contents. Command histories contain three parts: Basi c
historical narrative, special topics, and supporting docunents.

a. Basic Hi storical Narrative. This section describes
NAVRESI NFOSYSOFF’' s mi ssion, organi zation and how our mnission was
i mpl emented during the |ast year. The three required sections
i ncl ude:

(1) A statenment of NAVRESI NFOSYSOFF' s mi ssion

Encl osure (1)



NAVRES| NFOSYSOFFI NST  5750. 1

(2) Description of NAVRESI NFOSYSOFF' s organi zation
names of the Agency Director, departnment directors, and other
seni or staff menbers: identification of our imediate superior
and any units of NAVRESI NFOSYSOFF' S command.

(3) Description of mssion acconplishment during the
year including events, devel opnents, and operations that relate
to the primary work of NAVRESI NFOSYSOFF.  NAVRESI NFOSYSOFF' s

narrative will be submtted in chronol ogical order including al
conference, visitors, nmajor projects, including their
initiatives, inportant mlestones reached, achievenent of status,
etc.

b. Special Topics. The following information will be
reported. (Do not repeat included information in the historical
narrative):

(1) Statistics on major functions, such as vol une of
| ogi stic support, naintenance work, training, or recruiting.

(2) Nunber of mlitary and civilian personnel on board.
(3) Major conmand problens faced during the year.

(4) Major facility devel oprments, including new
construction and base right agreements.

(5) Major accidents or casualties.

(6) Comunity relations, involvenent, including disaster
relief

(7) Records set or other unique and unusual events.

c. Supporting Docunents. These are copies of docunents
al ready prepared by the comand. They are easy to assenble and

are a valuable part of the history. It is not necessary to
repeat the basic information in the docunents el sewhere in the
hi story. Exanpl es include: annual, adm nistrative, technica

reports prepared to neet other requirenents that give an overview
of NAVRESI NFOSYSOFF s mi ssion acconplishnents; biography and

phot ograph of the Agency Director; staff director, and

organi zational chart; reports of major conference (Conmttee for
the Interface of Distribution/Accounting System (Cl DAS), najor
awards and citations given to NAVRESI NFOSYSOFF and bookl ets used
for public or staff orientations, telephone directory,

sharehol ders report, and organi zational chart by departnent,

m ssion and function statenent, inspector general reports and
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follow up reports; copies of letters, notices, instructions, or
nessages authorizing the disestablishnent, establishnment, or
redesi gnati on of the command.
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